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U.S. Department of Energy OPERATING PLAN

National Energy Technology Laboratory

O 440.1-4

DATE: 5/21/01

TITLE: NETL GENERAL WORKPLACE SAFETY PROGRAM
1. PURPOSE. This Operating Plan outlines the NETL roles, respon-
sibilities, requirenents, and processes for inplenenting the
general workplace safety program at NETL. The Program
i ncludes, in part, workplace safety information for NETL
enpl oyees and visitors who spend their tinme in NETL office-type
envi ronnents.
The attachnments to this Operating Plan specifically address
sone significant general safety issues, such as office ergo-
nom cs, housekeeping, lighting, nmeans of egress and wal kways,
use of personal appliances, and snoking restrictions.
2. CANCEL LATI ON.
a. Mor gant own Directives:
(1) METC Procedure 3790. 1-74A, Shop Safety, of 7/18/94.
(2) METC Procedure 3790. 1-109C, Wrkpl ace Safety, of
11/ 7/ 94.
(3) METC Order 3792.2, Snoking on METC Property, of
4/ 30/ 93.
b. Pittsburgh Directives:
(1) PETC Docunent No. EH&S 2.1.2, Ofice Safety Plan, of
8/ 30/ 90.
(2) PETC Docunent No. EH&S 3.1.3, Snoking Policy Plan, of
11/ 8/ 90.
(3) PETC Docunent No. EH&S 3.4, Illum nation Managenent
Program of 9/19/90.
(4) PETC Docunent No. EH&S 3.4.1, Illumnation |Inspec-
tions Plan, of 2/28/91.
(5) PETC Docunent No. EH&S 3.4.2, Illumnation |nprove-
ment Pl an, of 2/28/91.
NO.OF PAGES: 8, 6 Attachnents INITIATEDBY: O fice of Business
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3. REQUI REMENTS.

a. Poi nts of contact.

(1) This Operating Plan is largely a reference docunent
for different aspects of general workplace safety,
show ng whi ch regul ati ons and requi renents apply,
and the points of contact for obtaining assistance.
Questions may be directed to the follow ng contacts,
whi ch are al so | ocated on the NETL ES&H | SM I nt r anet

page:

(a) Ceneral workplace safety issues -- the Desig-
nat ed ES&HD Representati ve.

(b) Information on existing or proposed exenptions
to general safety requirenents -- the NETL
Safety and Health O ficer or Designated ES&HD
Represent ati ve.

(c) Issues regarding office chemcal use and the
associ ated Material Safety Data Sheets -- the
Chem cal Hygiene Oficer (CHO.

(d) Safety and health-rel ated questions and concerns
regardi ng wor kpl ace | ayout (such as required
nunber of exits, aisle wdth, blocked stairways,
| ocations of |aboratory hoods, and gas cylin-
ders) -- the ES&H Division Director or the Life
Saf ety Code Program Manager.

b. Ergonom cs Program NETL shall rmaintain and inplenment an
Ergonom cs Programthat identifies and controls ergonomc
hazards in accordance with the requirenents outlined in
Attachnment A to this Operating Plan. The Program shal
focus on mnim zing enpl oyee exposure to ergonon ¢ hazards
that | ead to nuscul oskel etal disorders (MsSD)

C. Housekeepi ng.

(1) Attachnent B to this Operating Plan, Housekeeping,
requi res mai ntenance of a clean and orderly workpl ace
to mnimze slipping, tripping, electrical, and fire
hazar ds.

(2) The docunent requires that aisles, passageways, and
exits be unobstructed to allow for normal passage as
wel | as energency egress.
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d.

(3)

Attachnment B shall be used in conjunction with
Attachnent D, Means of Egress and Wal kways.

Li ghting Program

(1)

(2)

Attachnment C to this Operating Plan, Lighting Pro-
gram addresses requirenents to assure that area,
energency, and exit lighting in wrk areas conplies
wi th applicable Federal, state, and | ocal regul ations
and ordi nances.

Attachnent C describes the basic elenents for per-
formng illumnation inspections and inpl enmenting
illum nation inprovenents.

Egress and wal kways.

(1)

(2)

(3)

Attachnent D, Means of Egress and Wal kways, descri bes
the requirenents for aisle clearance and energency
exit requirenents.

Attachnment D requires that the neans of egress shal
not be | ocked, blocked, or otherw se treated so as to
hanper the free, unobstructed egress fromthe work

ar ea.

Attachnent D also requires that fire suppression sys-
tens, fire extinguishers, energency showers, ener-
gency eyewashes, and ot her energency equi pnent shal
not be bl ocked.

Per sonal appl i ances.

(1)

(2)

(3)

Attachnment E to this Operating Plan addresses
requi renents for personally owned appliances brought
to work by NETL enpl oyees.

Per sonal appliances include clocks, radios, coffee
makers, cup warmers, etc.

Personal appliances shall be in good working condi-
tion and shall carry a nationally recognized testing
| abor at ory approval .

Smoking in the workplace. Attachnment F to this Operating
Pl an descri bes NETL snoking policies. It requires the
desi gnation and posting of snoking and non-snoki ng areas
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and requires conpliance by all NETL enpl oyees, subcontrac-
tors, and visitors.

h. Ref erenced codes, regul ations, and standards (listed under
Section 5. References) are incorporated as requirenents
under this Operating Plan, even though these may not be
mentioned specifically or in detail in this Operating Pl an
and its attachnents.

4. DEFI NI TI ONS.

a. CFR -- Code of Federal Regul ati ons.

b. ES&HD -- Environnent, Safety, and Health D vision.

C. Means of Egress -- A continuous and unobstructed way of exit
travel fromany point in a building or structure to a public
way. It includes intervening spaces, such as courtyards,

roons, passageways, aisles, corridors, ranps, stairs,
doorways, etc.

d. Wir kpl ace Environnent -- Ofice, shop, grounds, and | abora-
tory areas where NETL enpl oyees and visitors are likely to
encounter the types of hazards covered by this Operating
Plan and its attachnments.

5. REFERENCES.

a. NETL Operating Plan 440.1-2, NETL Chem cal Hygi ene Program
of 3/7/01.

b. NETL Operating Plan 440.1-5, NETL Fire Protection Pl an,
current version.

C. NETL Procedure 420.2, Life Safety Design Criteria, of

2/ 20/ 98.

d. NETL Procedure 440.1-2, NETL Chem cal Inventory and SARA
Title I'll Reporting, of 12/7/00.

e. NETL Procedure 440.1-14, NETL Workpl ace Mnitoring, current
ver si on.

f. NETL Procedure 440.1-24, NETL Electrical Safety, current
ver si on.
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g. Statutory ES&H St andards:

(1)
(2)
(3)

(4)

(5)
(6)

(7)
(8)
(9)

29 CFR 1910, Subparts D, E, and Z.
29 CFR 1926, Subpart C (as applicable).

29 CFR 1910. 22, GCeneral Requirenents (\Wal ki ng and
Wor ki ng Sur f aces).

29 CFR 1910. 36, General Requirenents for Means of
Egr ess.

29 CFR 1910. 37, Means of Egress, Ceneral.

29 CFR 1910. 38, Enpl oyee Energency Plans and Fire
Prevention Pl ans.

29 CFR 1910. 1200, Hazard Comruni cati on Standard.
29 CFR 1926. 25, Housekeepi ng.

29 CFR 1926.26, Il um nati on.

(10) 29 CFR 1910. 95, Cccupational Noi se Exposure.

h. Ref erence ES&H St andar ds:

(1)

(2)

(3)
(4)

(5)

ANSI Z358. 1-1990, Standard for Emergency Eyewash and
Shower Equi pnent, current edition.

NFPA 70, National Electrical Code (NEC), current
edi tion.

NFPA 101, Life Safety Code Handbook, current edition.

ANSI Standard Al1l.1, Practice for |Industrial
Li ghting, current edition.

ANS| Standard RP7, Practice for Industrial Lighting,
current standard.

i Ref er ences:

(1)

Encycl opedi a of Occupational Health and Safety,
Vol . II, pp. 978-979.
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6. QUALITY CONTROL.

a.

This Operating Plan and its attachnents shall be reviewed at
| east annual |y and updated as required by the designated
ES&HD Program Manager. Updating shall be in accordance with
NETL Procedure 450.4-1, NETL ES&H St andards ldentification
and Mai nt enance Process.

ES&H Representatives, in conjunction with the Life Safety
Code Program Manager, shall review draw ngs and draw ng
revisions of workplace |ayout for conpliance with regul atory
requi renents through use of the NETL Safety Anal ysis and
Revi ew System ( SARS) processes.

The nonthly NETL ES&H Managenent Wal kt hr oughs shal |l be
conducted to assess conpliance with regulatory and DCE and
NETL directives’ general workplace safety requirenents.

Random wor kpl ace environnent safety inspections nay be per-
formed by the Site Safety Conmm ttee.

Li ne Managers shall ensure, through continuous inspection of
areas under their supervision, that the requirenments of this
Qperating Plan and its attachnments are being foll owed.

NETL enpl oyees shall immediately report any unsafe condi -
tions to their Line Manager for corrective action. |If
this is not possible, enployees shall use other feedback
mechani snms, including the NETL and ES&H gr apevi nes, for
reporting.

Li ne Managers shall provide feedback to their enpl oyees
regardi ng actions taken to correct unsafe conditions,

i ncluding | essons | earned, to ensure continuous i nprovenent
in safety practices in the workplace environnments under

t heir supervi sion.

7. RESPONSI BI LI Tl ES.

a.

The NETL Director shall have ultimte responsibility for
general workpl ace safety prograns at NETL and shall provide
continuing support for safety in office-type environnents.

Li ne Managers shall

(1) Be responsible for inplenenting the general workplace
safety programin their respective organizations,
including follow ng the safety requirenents set forth
in this Operating Plan and its attachnents.
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(2) Assure that adequate financial and personne
resources are available to elimnate and control
significant hazards.

(3) Ensure that tools, equipnment and furniture are
mai nt ai ned in proper condition.

(4) Conduct regular inspections of the workplace environ-
ments under his/her responsibility.

(5) Ensure that corrective actions are perfornmed to
resol ve general workplace safety deficiencies iden-
tified during these inspections.

(6) Ensure that NETL enpl oyees are properly trained and
qualified to safely performtheir work in their
assigned work environnents.

(7) Provide NETL enpl oyees with appropriate personal
protective equi pnent.

C. The ES&HD Staff shall conduct regular safety audits, assess-
ments and i nspections of work environnments at NETL, report
all safety issues/hazards to the appropriate Line Manager,
and conduct followup visits to ensure the hazards have been
corrected.

d. NETL Enpl oyees shall:

(1) Conply with the safety requirenents set forth in this
Operating Plan and its attachnents.

(2) Practice safe personal work habits.
(3) Maintain equipnment and furniture in good worKking

condition. Report mal functioning tools, equipnment or
damaged furniture pronptly to the Line Manager.

e. NETL Site Support Contractors shall inplement, within their
own wor kforce and workpl ace, the requirenents set forth in
thi s docunent.

8. TRAI NI NG REQUI REMENTS.

a. NETL enpl oyees shall receive safety training on general
wor kpl ace hazar ds.
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Li ne Managers shall ensure that all NETL enpl oyees under

t heir supervision have received sufficient training on
general workpl ace hazards, including training on any speci al
or unusual hazards related to their work environnents.

9. DOCUMENT CONTROL.

a.

This Operating Plan and its attachnents shall be reviewed at
| east annual |y and updat ed as needed by the assigned ES&HD
Pr ogram Manager .

Docunent ati on associated with this Operating Plan and its
attachnents shall be maintained in the ES&H Records Center.

The nost recent and official controlled hard copy version of
this Operating Plan shall reside with NETL's Directives
Coordinator. An electronic version of this controlled
Operating Plan shall be placed on the NETL Intranet for

enpl oyee use. Printed hard copies of this Qperating Plan
(e.g., those printed fromthe Intranet) shall be considered
non-control | ed docunents.

10. ATTACHVENTS.

a.

b.

Attachment A -- Ergonom cs Program

Attachnment B -- Housekeepi ng.

Attachnment C -- Lighting Program

Attachnent D -- Means of Egress and \Wal kways.
Attachnent E -- Safe Use of Personal Appliances.

Attachnment F -- Snoking in the Wirkpl ace.

Appr oved:

OBL Associ ate Director

Concur:

OST Associ ate Director

NETL Di rectives Coordi nator
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ERGONOM CS PROGRAM

PURPOSE: To establish roles, responsibilities, requirenents, and
processes of NETL's Ergonom cs Programin order to reduce the
nunber and severity of mnuscul oskel etal disorders (MSDs) caused by
exposure to risk factors in the workpl ace.

CANCELLATI ON:  None.

REFERENCES:

a. OSHA 29 CFR 1910. 900, Ergonom cs Program Standard (interim
status).

DEFI NI T1 ONS:

a. Adm nistrative Controls -- Procedural or admnistrative

nmeasures taken to reduce risk.

b. Engi neering Controls -- Methods of controlling risk by
elimnating the hazard through design or physical barrier.

C. Ergonom c Evaluators -- ES&H staff responsible for
conducting ergonom c eval uations at the workpl ace that
i ncl ude assessing ergonom ¢ stressors and reconmendi ng
corrective action.

d. MSDs -- Muscul oskel etal disorders. Injuries and disorders
of the muscles, nerves, tendons, liganents, joints, carti-
| age, and spinal discs.

QUALI TY CONTROL:

a. This attachnent shall be reviewed at | east annually and
updated as required by the Ergonom cs Program Manager.
Updating shall be in accordance with NETL Procedure 450.4-1,
NETL ES&H St andards ldentification and Mai ntenance Process.

b. The Ergonom cs Program Manager shall be responsible for
eval uating program effectiveness.

RESPONSI BI LI TI ES:

a. Li ne Managers shall
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Program

(1) Ensure that managenent of MSDs is available pronptly
and at no cost to enpl oyee.

(2) Ensure that work restrictions and work restriction
protections are observed for enployees who require
t hem

(3) Encourage enployees to report MSDs and ot her
ergonom c-rel ated disorders and to seek help.

(4) Include ergonomc-related issues in wal k-through
eval uati ons.

(5) Request ergonom c consultations when designi ng new
of fice space or redesigning existing space.

b. The Division Director, Environnmental, Safety., and Health
shal | :

(1) Ensure ergonomcs is included in budget planning
exer ci ses.

(2) Appoint an Ergonom cs Program Manager.

(3) Ensure that the site support contractor allocates
resources for ergonom c eval uators.

(4) Allocate tine and resources for the Ergonom cs Pro-
gram Manager and ergonom c evaluators to obtain
speci alized training.

C. The Ergonom cs Program Manager shall:

(1) Be responsible for review ng |aws, regulations, and
consensus standards related to the field of
ergonom cs and ensuring conpliance within the NETL
program

(2) Devel op best nanagenent practices related to the
field of ergonom cs.

(3) Review and revise this attachnment as appropriate.

(4) Be the subject matter expert responsible for the

techni cal devel opnent of site-w de ergonom cs
t rai ni ng.
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(5) Be responsible for evaluating program effectiveness.

(6) Ensure the inplenentation and nmai nt enance of a system
t hrough which MSD signs and synptons can be reported
and acted upon pronptly.

(7) Be responsible for ensuring that an ergonom c-
specific job hazard analysis is conducted for
activities that nay expose workers to ergonomc
hazar ds.

(8) Ensure conpetency of ergonom c eval uators.

(9) Approve and process purchase requests for ergonom c
equi pnent and furniture.

(10) Review published safety and health ergonom c
studies and determ ne applicability to NETL work
envi ronnment s.

d. Er gonom ¢ Eval uators shall:

(1) Maintain a database of enployee ergonom c eval uati ons
and corrective actions taken.

(2) Performergonom c eval uati ons and nake corrective
action recommendations in a tinely fashion.

(3) Initiate purchase requests for the specialty
equi pnent and furniture purchased by the ES&H
Di vi si on.

(4) Maintain appropriate personal know edge of the
subj ect of ergonom cs.

(5) Notify the enployee’s Line Manager that an ergonomc
eval uati on has been requested in his/her area, and
upon conpl etion, any corrective action(s)
reconmended.

(6) Record observations of the workstation, enployee
conpl aints and concerns, recomended corrective
action, and corrective actions taken.

e. The Site Support Contractor for Site Operations shall:

(1) Provide ergonom c eval uators.
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(2) Develop a safe lifting or back injury prevention
program

f. The Cccupational Health Unit (OHU) shall:

(1) Provide ergonom c evaluations or consultations for
enpl oyees with suspected occupationally induced MSDs,
upon request of the enployee, Line Manager, or
ergonom ¢ eval uat ors.

(2) Report OSHA reportable injuries to the Site Safety
Oficer for entry into the Conputerized Accident/
I nci dent Reporting System (CAIRS) and the OSHA 200

| og.
(3) Maintain nmedical records.

(4) Specify work restrictions where needed and report
these to the enpl oyee and enpl oyee’ s Li ne Manager.

g. The Site Safety and Health Oficer shall:

(1) Include MsSDs, as applicable, in the CAIRS report and
OSHA 200 | og.

(2) Provide independent review of the Ergonom cs Program
h. Enpl oyees shal | :
(1) Participate in training.

(2) Participate in the ergonomc job hazard anal ysis, as
required.

(3) Report possible MSD injuries and ergonom c concerns
to his/her nmanager or supervisor, OHU, or the
Er gonom cs Program Manager .

(4) Participate in Ergonom c Program assessnents.

i The Site Support Contractor (SSC) Training Staff shall:

(1) Mintain and distribute training records per contract
requi renents.

(2) Conduct training as determ ned by the Ergonom cs
Pr ogram Manager .
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9.

TRAI NI NG REQUI REMENTS:

a.

NETL shall institute a training programfor enployees who
have occupati onal exposure to MSD hazards.

The training program for enpl oyees, Ergonom cs Program
Manager, and ergonom c eval uators shall be consistent with
regul atory requirenents, consensus standards, and/or best
managenent practice.

DOCUMENT CONTROL :

a. This attachnent shall be reviewed at | east annually and
updat ed as needed by the Ergonom cs Program Manager.

b. All records shall be maintained per DOE, NETL, and CSHA
di rectives governing the disposition, maintenance, and
schedul e of records.

C. The SSC shall naintain the ergonom c eval uati on dat abase
to track enpl oyee requests, evaluations, and eval uation
results.

d. The Ergonom cs Program Manager shall be responsible for
mai nt ai ni ng docunents related to ergonom c job hazard
anal ysi s and program eval uati ons.

e. The nost recent and official controlled hard copy version of
this attachnent shall reside with NETL’s Directives Coordi -
nator. An electronic version of this controlled attachnment
shal |l be placed on the NETL Intranet for enployee use.
Printed hard copies of this attachnent (e.g., those printed
fromthe Intranet) shall be considered non-controlled
docunents.

PROCEDURE:

a. Enpl oyee requests.

(1) Enpl oyees may request an ergonom ¢ eval uation from
t he Ergonom cs Program Manager or from an ergonom c
eval uat or.

(2) Legitimate reasons for conducting an ergonom c
eval uation include, but are not limted to:
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(3)

(4)

(5)

(6)

(7)

(a) The devel opnent of pain or disconfort related to
the use of the workstation, equipnment, or tools.

(b) Addressing a concern that has not yet resulted
in pain or disconfort.

(c) Addressing accomrpdati on issues.

(d) As a preventive neasure to stop the devel opnent
of MSDs in the conduct of activities that have
est abl i shed ergonom ¢ hazards.

The Ergonom cs Program shall not be used to repl ace
furniture or equipnment in situations where there is
no safety or health concern, such as funding an
office redesign that was not initiated by an
ergonom cs concern, or for replacing chairs with
worn out or dirty upholstery. NETL Space Managers
shal | provide consultation, services, and furniture
purchases related to routine office requirenents.

The ergonom ¢ eval uator assigned to the eval uation
w Il schedule the evaluation with the enpl oyee, and
coordi nate the participation of an OHU doctor or
nurse for the evaluation if one is needed.

Eval uations shall be conducted with the enpl oyee
present. The enployee may request that his/her Line
Manager be present.

The ES&H Di vi sion shall usually purchase equi pnent,
tools, or furniture required for corrective action.
The ES&H Di vi sion shall not be responsible for
funding office or area redesigns or replacenent of
furniture not specifically needed to address safety
and health issues.

The NETL Ergonom cs Program applies to all NETL
operati ons and enpl oyees.

b. Li ne Manager requests.

(1)

Li ne Managers may request an ergonom ¢ eval uation of
an area or of specific work stations if he/she notes
ergonom c concerns in an area.
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(2) Line Managers may request an ergonom c eval uati on on
behal f of an enployee with MSD signs, synptons, or
concerns.

(3) Line Managers and NETL Space Managers may request
ergonom ¢ consultations for workstation design during
space pl anni ng processes.

C. Back program

(1) The NETL Ergonom cs Program shall al so provide safe
lifting instruction and back heal th educati on.

(2) Line Managers and enpl oyees nay request services of

t he back program according to the same guidelines as
t he workstation eval uati on program
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HOUSEKEEPI NG

1. PURPCSE: To reduce workplace accidents and injuries by iden-
tifying and correcting general egress probl ens; housekeeping
i ssues; and slipping, tripping, electrical, and fire hazards.

2. CANCELLATI ON:  None.

3. REFERENCES:

a.

b.

Statutory ES&H St andards:

(1) 29 CFR 1910. 22, General Requirenents (Wal king and
Wor ki ng Sur f aces).

(2) 29 CFR 1910.176, Handling Materials - Ceneral.

(3) 29 CFR 1910. 1450, Cccupational Exposure to Hazardous
Chem cal s in Laboratories.

(4) 29 CFR 1910.303, Electrical Safety.
(5) 29 CFR 1926. 25, Housekeepi ng.

(6) 29 CFR 1926.403, Electrical Safety.
Ref erence ES&H St andar ds:

(1) NFPA 70, National Electrical Code, current edition.

4. DEFINITIONS: None.

5. QUALITY CONTROL:

a.

This attachnent shall be reviewed at | east annually and

updated as required by the designated ES&H Program Manager.
Updating shall be in accordance with NETL Procedure 450.4-1,
NETL ES&H St andards ldentification and Mai ntenance Process.

Housekeepi ng practices shall be nonitored using NETL's ES&H
Managenment Wal kt hr ough | nspecti ons Program
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6. RESPONSIBILITIES:

a.

Li ne Managers shall

(1) Ensure enployees are advised of and follow the
requi renents of this attachnent.

(2) Periodically inspect the workplace to ensure safe
housekeepi ng practices are foll owed.

DOE or SSC ES&H Staff shall:

(1) Conduct routine inspections of work areas for conpli -
ance with this attachnent’s requirenents.

(2) Ensure that housekeeping deficiencies are corrected
upon di scovery.

(3) Enter findings into the Assessnent |nfornmation |nput
System (AIlS) for tracking.

Enpl oyees shall

(1) Keep their workpl aces clean and store tools and ot her
itenms in appropriate places.

(2) Report housekeeping problens or deficiencies to
their Line Manager or Facility/Area Custodian for
resol ution.

(3) Be famliar with and conply with the requirenents of
this attachnent.

7. TRAI NI NG REQUI REMENTS: None.

8. DOCUMENT CONTROL:

a.

This attachnent shall be reviewed at | east annually and
updat ed as needed by the designated ES&HD Pr ogram Manager to
accommodat e changi ng conditions at NETL and to ensure com
pliance with all applicable requirenents.

The nost recent and official controlled hard copy version of
this attachnent shall reside with NETL’s Directives Coordi -
nator. An electronic version of this controlled attachnment
shall be placed on the NETL Intranet for enployee use.

Printed hard copies of this attachnent (e.g., those printed

Page 2 of 6 O 440.1-4



The most recent and official controlled hard copy version of this directive resides with NETL's Directives Coordinator.
An electronic version of the controlled directive has been placed on the NETL Intranet for employee use. Printed
hard copies of this electronic version are considered noncontrolled documents.

OQperating Pl an:

NETL Ceneral Workpl ace Safety At t achnent
Program

B

fromthe Intranet) shall be considered non-controlled
docunents.

9. PROCEDURE:

a. Gener al

(

(

(1)

(2)

(3)

(4)
(5)

(6)

(7)

(8)

(9)

10)

11)

requi renents. Each enpl oyee shall:

Mai ntain his/her work area in a clean, orderly, and
sanitary condition.

Noti fy appropriate personnel for the cleanup of
chem cal spills as soon as possi bl e.

Mai ntai n at his/her workstation an adequate nunber of
trash receptacles to hold the day’ s debris/refuse.

Store work tools and materials properly.

Keep stairways, hallways, passageways/aisles, and
access to energency equi pnent and/or exits dry and
not obstructed in any fashion, including materi al
st orage, equi pnent, telephone, or other wring.

Not store conbustible material such as paper, wooden
boxes, pallets, etc., under stairwells or in hall-
ways. Hallways shall be kept free of boxes and nate-
rials so that exits or normal paths of travel wll
not be bl ocked.

Store materials only in appropriate cabinets or
desi gnat ed storage areas.

Not use nechanical and el ectrical equi pnent roons,
hal | ways, or fan | ofts as general storage areas.
Storage of frequently used spare parts and tools in
appropriate cabinets in these areas is permtted.

Arrange stored materials to prevent tipping, falling,
col l apsing, rolling, or spreading.

Renove from work areas and put into storage any item
not required for extended peri ods.

Peri odically sweep up shavings from around equi pnent
such as drill presses, |athes, or planers by using a
broom and a dust pan.

Page 3 of 6

O 440.1-4



The most recent and official controlled hard copy version of this directive resides with NETL's Directives Coordinator.
An electronic version of the controlled directive has been placed on the NETL Intranet for employee use. Printed
hard copies of this electronic version are considered noncontrolled documents.

OQperating Pl an:

NETL Ceneral Workpl ace Safety Attachment B
Program

(

(

(

(

(

12)

13)

14)

15)

16)

Not bl ock the wal king surfaces of el evated worki ng
pl atforns, such as scaffolds, wth tools or materials
that are not being used.

Strai ghten or renove rugs and mats that do not lie
flat on the floor.

Return tools to their storage places after using
t hem

Use caution signs or cones to barricade slippery
areas such as freshly nopped fl oors.

Not store anything in a manner that bl ocks access to
el ectrical panels.

b. Ofice furniture and equi pnent.

(1)

(2)

(3)

(4)

(5)

(6)

Ofice furniture, equipnent, and electrical appli-
ances shoul d be arranged to obtain maxi mum safety
and use of installed facilities, such as overhead
lighting, wall outlets, tel ephones, and ot her
servi ces.

The m nimum wi dth of exit passage shall in no case be
| ess than 28 inches. (Note: Qher requirenents my
apply that may require this mninumw dth to be

i ncreased under specific conditions.)

O fice arrangenent shall all ow easy egress under
energency conditions.

Wast ebaskets, briefcases, or other objects should be
pl aced where they are not a tripping hazard.

Trippi ng hazards fromelectrical cords, tel ephone
outlets, or other protrusions on the floor shall be
avoi ded by arrangenent of furniture or other neans.

Fl oors shall be free of |oose tiles, projections, and
| oose objects that create a tripping hazard. |If
these conditions are present, enployees should report
these conditions to the Line Manager, the Facility/
Area Custodian, or the Site OQperations D vision for
resol ution.
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(7)

Carpeting shall be in good condition and not badly
worn or torn. If the latter conditions are present,
enpl oyees shoul d report these conditions to the Line
Manager, Facility/Area Custodian, or the Site
Qperations Division for resol ution.

C. Laborat ory housekeeping (al so see NETL Operating Pl an
440.1-2 , NETL Chem cal Hygiene Program for additional and
nore specific details).

(1)

(2)

(3)

(4)
(5)

(6)
(7)

(8)

(9)

Each | aboratory enpl oyee shall be responsible for
mai nt ai ni ng the cl eanliness of his/her area.

The work area nust be kept as clean as the work
al | ows.

The | aboratory and benches shall be kept tidy and
free of chem cal storage. Apparatus no |onger
required shall be stored. Waste materials shall be
col l ected and di sposed as soon as possi bl e.

Access to energency equi pment shall not be bl ocked.

Food and drink nust not be taken into | aboratories.
Eating, drinking, and application of cosnetics is
prohibited in | aboratories.

Contai ners shall be clearly | abel ed.

Reagents and equi pnent itens shall be returned to
their proper place after use. This also applies to
sanples in progress. Contam nated or dirty gl assware
shoul d be placed in specific cleaning areas and not
allowed to accunmul ate in work areas.

Chem cal s shall never be stored on the floor, except
in closed-door cabinets suitable for the material to
be stored. Large bottles (2.5 liters or |arger)
shoul d not be stored above the bench top.

Reagents, solutions, glassware, or other apparatus
shall not be stored in hoods. Besides reducing the
avai |l abl e work space, they may interfere with the
proper air flow pattern and reduce the effectiveness
of the hood as a safety device.
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(

(

(

10)

11)

12)

Counter tops shall be kept neat and clean. Bench
tops and funme hoods shall not be used for chem cal
st or age.

Stored itens, equipnent, and glass tubing shall not
project beyond the front edge of the shelf or
count er.

Stored itens or equi pnent shall not bl ock access to
the fire extinguisher(s), safety equipnent, elec-
trical panels, or other energency itens.

d. Construction housekeepi ng.

(1)

(2)

(3)

(4)

(5)

(6)

(7)

During the course of construction, alteration, or
repairs, fornms and scrap |unber with protruding
nails, and all other debris shall be renoved from
wor k areas, passageways, and stairs, in and around
bui | di ngs or other structures.

Conbusti bl e scrap and debris shall be renpved at
regul ar intervals during the course of construction.
Saf e nmeans shall be provided to facilitate such
renmoval .

Cont ai ners shall be provided for collecting and
separating waste, trash, oily and used rags, and

ot her refuse. Containers used for garbage shall be
equi pped with covers. Garbage and ot her waste shal
be di sposed of at frequent and regular intervals.

Enpl oyees shall avoid the storage of anything that
will block free access to electrical circuit panels.

Useabl e building materials shall be stacked or piled
neatly, in a manner that does not obstruct energency
egr ess.

O ly or conbustible rags shall be stored in an
approved netal container.

Col I ection and di sposal of hazardous material and
hazar dous waste shall be done in accordance with NETL
Procedure 435.1-1, NETL Waste Handling, Storage, and
Di sposal .
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LI GHTI NG PROGRAM

PURPOSE: To assure that area, energency, and exit lighting in

| aboratories, offices, and other work areas at the NETL conplies
with the criteria prescribed in applicable Federal, state, and

| ocal regul ations and best nanagenent practices.

This attachnent describes the Il um nati on Managenent Program
whi ch includes illumnation inspections and illum nation

i nprovenent activities, and its functional el enments/goals:

(1) security -- to provide adequate lighting to aid security
activities on site; (2) safety -- to provide adequate |ighting
to ensure a safe working environnent; (3) industrial hygiene --
to provide adequate |lighting to ensure a heal thful working

envi ronnent .

CANCELLATI ON:

a. PETC Docunent No. EH&S 3.4, I|Ilum nation Managenent Program
of 9/19/90.

b. PETC Docunent No. EH&S 3.4.1, Illumnation |Inspections Plan,
of 2/28/91.

C. PETC Docunent No. EH&S 3.4.2, Illumnation |Inprovenent Plan,
of 2/28/91.

REFERENCES:

a. DOE Order 6430. 1A, Ceneral Design Criteria, of 4/6/89.
b. Statutory ES&H St andar ds:

(1) 29 CFR 1910, Subpart N, Materials Handling and
St or age.

(2) 29 CFR 1910.37, Means of Egress, Ceneral.
(3) 29 CFR 1910.68, Manlifts.

(4) 29 CFR 1910. 107, Spray Finishing Using Flammabl e and
Conbustible Materials.

(5 29 CFR 1910. 110, Storage and Handling of Liquefied
Pet r ol eum Gases.
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(6) 29 CFR 1910. 120, Hazardous Waste QOperations and
Enmer gency Response.

(7) 29 CFR 1910.178, Powered Industrial Trucks.
(8) 29 CFR 1910.179, Overhead and Gantry Cranes.

(9) 29 CFR 1910. 219, Mechani cal Power —Transm ssion
Appar at us.

(10) 29 CFR 1910. 303, Ceneral Requirenents [Electrical].

(11) 29 CFR 1910. 305, Wring Methods, Conponents, and
Equi prent for Ceneral Use.

(12) 29 CFR 1910. 333, Selection and Use of Wbrk Practices.
(13) 29 CFR 1926.26, Illum nation

(14) Al egheny County Health Departnent, Article Ill, Food
Protection, Section 322, Lighting.

C. Ref erence ES&H St andar ds:

(1) NFPA 101, Safety to Life fromFire in Buildings and
Structures.

(2) ANSI Al11.1, Industrial Lighting, Rev. 1973-RP-7,
Tabl e |1, Footcandl e Level s.

(3) ANSI/IES RP1, Practice for Ofice Lighting.

(4) ANSI/IES RP7, Practice for Industrial Lighting.

d. Ref er ences:
(1) Illum nating Engi neering Society Lighting Handbook,
Sixth Edition, Volumes | and |1, current edition.

(2) IES Lighting Handbook. Reference Vol unme, 1984, cur-
rent edition.

(3) [IES Lighting Handbook. Application Vol une, 1987,
current edition.
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4. DEFI NI TI ONS:

a. Contrast Rendition -- Degree of difference between the
| i ghtest and darkest areas of a surface or picture.

b. Efficiency -- The ratio of useful energy delivered to the
ener gy supplied.

C. Foot-Candle -- A unit of lum nance on a surface 1 foot from
a uni form point source of light of one candle and equal to
one | unen per square foot.

d. Intensity -- Amount of |ight per unit area.

e. LM -- Illumnation Quality Manager.

f. Lunen -- Unit of lumnous flux equal to the light emtted by
a uni form point source of one candle intensity.

g. Lum naire -- A conplete lighting system including a | anp or
| anps and a fixture.

h. Lum nance -- Lum nous flux per unit area on an intercepting
surface.

5. QUALITY CONTROL:

a.

This attachnent shall be reviewed at | east annually and
updated as required by the Illum nation Quality Manager.
Updating shall be in accordance with NETL Procedure 450.4-1,
NETL ES&H St andards ldentification and Mai ntenance Process.

[l1lum nation neters shall be calibrated and repaired by the
manuf acturer’s representative in accordance with the manu-
facturer’s schedul e.

6. RESPONSIBILITIES:

a.

The ES&HD Director shall appoint a NETL Illumnation Quality
Manager to manage the Il um nati on Managenent Program

NETL Il lunination Quality Manager (1 OM shall:

(1) Develop an Illum nation Inspection Plan.
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7.

8.

(2) Evaluate, on a regular basis, the adequacy of
lighting in NETL workpl aces based on the ||l um nation
| nspection Pl an.

(3) Mintain a current Illumnation |Inprovenent Plan that
addresses actions to be taken in correcting |lighting
in areas that have been identified as not neeting
prescribed criteria.

(4) Mintain a conplete, centralized file of records per-
taining to surveys, illum nation neasurenent activi-
ties, and illum nation inprovenent actions.

(5) Coordinate significant nodifications to existing
illumnation systens or installation of newillum -
nati on systens.

NETL Site Support Contractors shall inplenment, within their
own wor kforce and workpl ace, the requirenents set forth in
this attachnent.

Responsi bl e Persons (such as facility or area custodi ans)
shal | be responsible for executing corrective actions
related to illumnation deficiencies in their areas.

TRAI NI NG REQUI REMENTS:  None.

DOCUMENT CONTRQOL :

a.

A conplete, centralized file of records pertaining to
surveys, illum nation neasurenent activities, and illum -
nation inprovenent actions shall be maintained by the NETL
QM  The records maintained shall reflect the requirenents
of all applicable Federal, state, and | ocal regulations, and
DCE Orders.

This attachnent shall be reviewed at | east annually and
updat ed as needed by the Illum nation Program Manager to
accommodat e changi ng conditions at NETL and to ensure
conpliance with all applicable requirenents.

The nost recent and official controlled hard copy version of
this attachnent shall reside with NETL’s Directives Coordi -
nator. An electronic version of this controlled attachnment
shall be placed on the NETL Intranet for enployee use.

Printed hard copies of this attachnent (e.g., those printed
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fromthe Intranet) shall be considered non-controlled
docunents.

9. PROCEDURE:

a. 1 lum nation inspections.

(1)

Based on a conprehensive, site-wide Illumnation
| nspection Plan, the adequacy of lighting in NETL
wor kpl aces shall be eval uated through inspections.

(2) These illumnation inspections of all workplaces at
NETL shall be conducted at |east tri-annually or may
be initiated nore frequently by the foll ow ng:

(a) DCE and SSC ES&H staff requests.

(b) Requests from Line Managenent, OHU, and
enpl oyees.

(c) Requests fromin-house energy managenent
speci al i sts.

(d) Evaluation of new or changed | um naire systens.

(e) Evaluation of periodic planned cleaning
practices.

(f) Changes to regulations, DCE directives, or
il lum nation guidelines/recomendati ons.

(g) Data requests fromlighting designers.

(h) Evaluation of inprovenents.

(3) Following conpletion of the illum nation survey, the
area may be resurveyed to docunent the effect of any
corrective action.

b. Security requirenents.
(1) Lighting requirenments for security purposes enconpass

the ability to observe and to reasonably identify
novenment, objects, people, and potentially dangerous
situations or obstructions.
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(2)

(3)

(4)

(5)

Adequat e lighting shall be provided for areas of
concern such as security checkpoints, security posts,
parking |lots, outside of doors, exterior lighting of
bui l dings, and lighting of perineter boundaries.

Because of the varied needs of security and the
varied nature of lumnaires, the |lum naire system
shall be designed to neet nultiple and specific
observer needs (e.g., human eye, television canera,
and vi deo recording tape).

The lum naire system shall be designed with protec-
tive covers over |anps (including | anps nounted on
hi gh pol es) and buried power |lines protected with
boxes. The efficiency/brightness shall be based upon
establ i shed m ni num specifications for curve of |ight
out put s.

New outdoor |ighting installations and renovation or
repl acenent of existing outdoor security lighting
systens shall be designed to direct |ight downward
rat her than skyward to reduce urban light pollution

C. Saf ety requirenents.

(1)

(2)

Safe illumnnating practices and actions specified in
applicable statutory and reference ES&H st andards
(e.g., OSHA) identified in this attachnent shall be
conplied with. A partial list of the nore cross-
cutting requirenents is presented bel ow

Means of general egress.

(a) No decorations, furnishings, or equipnent which
inpair visibility of an exit sign shall be per-
mtted, nor shall there be any brightly illum -
nated sign (for other than exit purposes),

di splay, or object in or near the Iine of vision
to the required exit sign of such a character as
to detract attention fromthe exit sign that it
may not be noti ced.

(b) Every exit sign shall be suitably illum nated by
a reliable light source giving a value of not

| ess than 5-foot candles on the illum nated
surface. Artificial lights giving illum nation
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(3)

(4)

(5)

to exit signs (other than the internally illum -
nated types) shall have screens, discs, or

| enses of not | ess than 25 square inches area
made of translucent material to show red or

ot her specified designating color on the side

of the approach.

(c) Aninternally illumnated exit sign shall be
provided in all buildings where reduction of
normal illumnation is permtted.

(d) The use of radioactive material in exit signs is

pr ohi bi t ed.
Powered industrial trucks. Were general lighting is
| ess than 2 |unmens per square foot, auxiliary direc-
tional lighting shall be provided on the truck

O her general requirenents.

(a) Illumnation shall be provided for all working
spaces about service equi pnent, sw tchboards,
panel boards, and notor control centers installed
i ndoors.

(b) Adequate illum nation shall be provided for al
wor ki ng spaces about electric equi pnment. The
lighting outlets shall be so arranged that
persons changing | anps or making repairs on the
lighting systemw ||l not be endangered by live
parts or other equipnment. The points of control
shall be so |ocated that persons are not |ikely
to conme in contact with any |live part or noving
part of the equipnment while turning on the

l'ights.
The follow ng areas of a food facility shall be
well lighted by permanently fixed artificial |ight
sour ces:

(a) At least 20-foot candles of light froma pernma-
nently fixed artificial source shall be provided
to work levels of all food preparation surfaces,
equi pnment or utensil washing areas, equipnent
and utensil storage areas, and restroons.
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(b) At least 20-foot candles, to be neasured at a
di stance of 30 inches fromthe floor, shall be
provided in all other areas of a food facility,
including walk-in refrigerating units, dry
storage, dressing roons, restroons, and garbage/
ref use storage areas.

(c) Shielding to protect against broken gl ass
falling onto food shall be provided for al
artificial lighting fixtures |ocated over, or
within food storage, preparation, service and
di splay areas, and facilities where utensils and
equi pnent are cl eaned and stored, except for
areas in which comercially packaged food is
stored where the integrity of the package w ||
not be affected by broken gl ass.

(d) Infrared or other type heat |anps shall be pro-
tected agai nst breakage by a shield surrounding
and extendi ng beyond the bulb, leaving only the
face of the bulb exposed.

d. I ndustrial hygi ene requirenents.

(1) Federal regulatory standards shall be used, as a
m nimum for establishing illumnation, construction,
and installation requirenents.

(2) If nmore stringent standards exist (e.g., local codes,
nati onal codes, professional standards, and manufac-
turers’ consensus standards), these shall be adopted
as applicable. Note: Local codes nmay be obtai ned
fromregional electrical inspection departnents.

(3) The quality of lighting required to performtasks at
specified work stations shall be eval uated based on
factors such as the | um nance differences needed,
| um nance ratios within the field of view, transient
adaptation disability glare, veiling reflections,
contrast rendition, and reflected glare and shadows.

(4) \Where workers wear eye protective devices with occu-
pationally required tinted | enses that materially
reduce the light reaching the eye, the illum nance
for individual tasks should be increased accordingly.
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e.

[I'lum nation inprovenent activities.

(1)

(2)

(3)

(4)

(5)

Corrective actions for areas not neeting prescribed

criteria for illumnation and do not present an
i mredi ate safety or health concern, shall be sched-
uled in accordance with an Illum nation I nprovenent

Pl an or through the Wrk O der System

| medi ate corrective actions shall be taken in areas
wher e ongoi ng operations woul d pose potential safety
or health problens. Routine operations in such areas
shall not be resunmed w thout NETL | QM approval .

When office-type illum nation problens or deficien-
cies are reported or detected during inspection,
i nprovenents in illumnation shall be acconplished in

the foll owm ng manner by attenpting to discern and
reduce disconfort glare, reflected glare, disability
glare, and veiling reflections by:

(a) Decreasing the |um nance of |ighting equi pnment
or other sources of objectionable glare, such as
wi ndows and overhead skylights, relative to the
overal | | um nance.

(b) Dimnishing the area of unconfortable | um nance
(with level of constant |um nance).

(c) Increasing the angle between the source and |ine
of sight.

(d) Increasing the general |um nance in the room

Periodi c planned rel anping. A planned rel anpi ng
program shal |l be inplenented when feasible to arrest
| anp | umen depreciation and prevent nmany burnouts,

t hereby inproving and maintaining illum nance | evels.

Periodi c planned cl eaning. A periodic planned

cl eani ng program of |um naires shall be inplenented
at least annually in order to deliver nore |ight per
dollar, to provide better energy managenent, and to
reduce capital investnent.
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(6)

Modi fications to existing illumnation systens

and installation of newillumnation systens.
Significant nodifications to existing illum nation
systens or installation of new illumnation systens

shall be coordinated with the NETL | QM
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MEANS OF EGRESS AND WALKWAYS

1. PURPCSE: To provide a safe neans of egress from buil di ngs and
work areas in the event of fire and other energencies.

2. CANCELLATI ON:  None.

3. REFERENCES:

a. NETL Procedure 420.2, Life Safety Design Criteria, of
2/ 20/ 98.

b. Statutory ES&H St andards:
(1) 29 CFR 1910, Subpart E, Means of Egress.

(2) 29 CFR 1910. 22, Ceneral Requirenents (Wl king and
Wor ki ng Sur f aces).

(3) 29 CFR 1926. 25, Housekeepi ng.
(4) 29 CFR 1926.26, Illum nation.
C. Ref erence ES&H St andar ds:

(1) NFPA 101, Life Safety Code, current edition

4. DEFI NI TI ONS:

a. Means of Egress -- A continuous and unobstructed way of exit
travel fromany point in a building or structure to a public
way.

5. QUALITY CONTROL:

a. This Program and attachnent shall be reviewed at | east
annual |y and updated as required by the Life Safety Code
Program Manager. Updating shall be in accordance with NETL
Procedure 450.4-1, NETL ES&H Standards Identification and
Mai nt enance Process.

b. Bui | di ng access and egress shall be eval uated as part of
annual (or nore frequent) workplace inspections conducted by
the NETL Life Safety Code Program Manager or designhee.
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6. RESPONSIBILITIES:

a.

NETL Life Safety Code Program Manager (or desi gnee) shall

(1) Conduct annual (or nore frequent) inspections of work
areas for conpliance with the requirenents of this
attachnent.

(2) Review plans for new construction and/or nodification
of any part of an exit path (including exit doors) to
ensure that the plans conply with all applicable life
safety requirenents.

Li ne Managers shall

(1) Ensure workers are advised of and follow the require-
ments of this attachnent.

(2) Periodically inspect the workplace to ensure nmeans of
egress are identified and are not |ocked, bl ocked, or
ot herwi se obstructed.

(3) Ensure that access and egress deficiencies are cor-
rected i medi ately upon di scovery.

NETL Enpl oyees shall:

(1) Report access and egress problens or deficiencies
imedi ately to their Line Manager or the Life Safety
Code Program Manager

(2) Be famliar with and conply with the requirenents of
this attachnent.

7. TRAI N NG REQUI REMENTS: None.

8. DOCUMENT CONTROL:

a.

This attachnent shall be reviewed at | east annually and
updat ed as needed by the Life Safety Code Program Manager
to accommodat e changing conditions at NETL and to ensure
conpliance wth all applicable requirenents.

The nost recent and official controlled hard copy version of
this attachnent shall reside with NETL’'s Directives Coordi -
nator. An electronic version of this controlled attachnent
shall be placed on the NETL Intranet for enployee use.
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Printed hard copies of this attachnment (e.g., those printed
fromthe Intranet) shall be considered non-controlled
docunents.

9. PROCEDURE:
a. General requirenents.

(1) Stairs, corridors, aisles, doorways, stairways, and
exits shall be kept clear of obstructions at al
tinmes.

(2) Materials such as boxes or trash shall not be placed
or stored in stairs, corridors, aisles, doorways,
stairways, and exits.

(3) Walking surfaces of el evated working platforms, such
as scaffolds, shall not be blocked with tools or
materials that are not being used.

(4) The Facility/Area Custodian shall be notified to
request that the itens be renoved upon discovering
stored or discarded itens in stairwell |anding areas.

b. Ai sl es and fl oors.

(1) Ofice arrangenents nust all ow easy egress under
ener gency conditions.

(2) \Wastebaskets, briefcases, or other objects shall be
pl aced in such a manner that they do not create a
trippi ng hazard.

(3) Floors shall be clear of pencils, bottles, and other
| oose objects or debris.

(4) Tripping hazards fromelectrical cords, phone out-
| ets, or other protrusions on the floor nust be
prevented by arrangenent of furniture or other neans.

(5) Floors nust be free of |oose or danaged tiles and
carpeting that create a tripping hazard.

(6) Stored itens or equi pnent shall not bl ock access to
the fire extinguisher(s), safety equipnent, or other
energency itens.
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C. Exits.

(1)

(2)

(3)

(4)

(5)

(6)

(7)

(8)

(9)

(10)

Fire doors nust not be bl ocked or |ocked to prevent
ener gency use when enpl oyees are within the
bui Il dings. Del ayed opening of fire doors may be
permtted when an approved alarmsystemis integrated
into the fire door design

Areadily visible sign shall mark exits. Readily
visible signs in all cases shall mark access to exits
where the exit or way to reach it is not imrediately
visible to the occupants.

No decorations, furnishings, or equipnent that inpair
visibility of an exit sign shall be permtted.

If an exit door light is out or a ceiling-hung sign
has been disturbed so that the directional arrow does
not point toward the exit door, it should be reported
to the Facility/ Area Custodi an.

Whenever the building is occupied, exit paths shal
be lighted so that they may be easily recogni zed and
all exit and directional signs shall be clearly

vi si bl e.

Artificial lighting sufficient to enable objects to
be seen and egress nade under energency conditions
shal | be provided when natural lighting is

i nadequat e.

No building or structure under construction shall be
occupied in whole or in part until all exit facili-
ties required for the part to be occupied are com

pl eted and ready for use.

No existing building shall be occupied during repairs
or alterations unless all existing exits and any
existing fire protection, or equivalent exits and
fire protection, are provided and nmai nt ai ned.

Any device or alarminstalled to restrict the

i nproper use of an exit shall be so designed and
installed that it cannot, even in cases of failure,
i npede or prevent energency use of such exit.

Stairwel | doors shall be kept closed at all tines.
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achment D

(11)

(12)

Any door, passage, or stairway which is neither an

exit nor a way of exit access, and which is

ocat ed

or arranged as to be likely to be m staken for an
exit, shall be identified by a sign reading “Not an
Exit” or simlar designation, or shall be identified
by a sign indicating its actual character such as “To
Basenent,” “Storeroom” “Linen Coset,” or the I|ike.

NFPA 101, Life Safety Code (current version),

shal |

be used as the major reference for determ ning neans

of egress specifications.
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SAFE USE OF PERSONAL APPLI ANCES

1. PURPCSE: To define general safety requirenents and identify the
responsibilities of personnel using personally-owned appliances
such as coffee nmakers, cup warners, warm ng plates, fans, humdi-
fiers, portable refrigerators, radios, clocks, and other elec-
trical appliances in the workplace. Also included are LP gas
heaters. This attachnent is not applicable to portable equipnent
power ed exclusively by batteries. Oher restrictions may apply
to the use of any type of electrical equipnment in a given area,
and nust be followed, regardl ess of the power source.

Personal | y owned portabl e space heaters are prohibited in al

wor k areas. NETL-provi ded space heaters nmay be obtained and used
in accordance with the NETL Procedure for Equi pnment Safety (which
i ncl udes Portabl e Space Heaters).

2. CANCELLATI ON:  None.

3. REFERENCES:

a. NETL Procedure 440.1-21, Procedure for Equi pnent Safety
(Portabl e Space Heaters attachnment), current version

b. NETL Procedure 440.1-24, NETL Electrical Safety, current
ver si on.

C. Statutory ES&H St andar ds:
(1) 29 CFR 1910, Subpart S, Electrical
(2) 29 CFR 1910, Subpart H, Hazardous Materials.
(3) 29 CFR 1910, Subpart L, Fire Protection.

(4) 29 CFR 1926, Subpart F, Fire Protection and
Preventi on.

(5 29 CFR 1926, Subpart K, Electrical

4. DEFI NI Tl ONS:

a. ES&H Representative -- An ES&HD or SSC ES&H enpl oyee who i s
responsi ble for review ng new and nodi fi ed SARS packages
and perform ng annual reviews of projects, operations, and
facilities having SARS authorizations.
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e.

ES&HD -- Environnental Safety and Heal th D vi sion.

NRTL -- Nationally Recognized Testing Laboratory. The nost
commonly known | aboratory is Underwiters Laboratories (UL).
See Attachnment E1 for a list of these | aboratories.

Personal Appliance -- Any personally owned el ectric device
used in the workplace, including coffee nakers, cup warners,
radi os, fans, or other itens.

SSC -- Site Support Contractor.

5. QUALITY CONTROL:

a.

This Program and attachnent shall be reviewed periodically
and updated as required by the designated ES&H Program
Manager. Updating shall be in accordance with NETL Pro-
cedure 450.4-1, NETL ES&H Standards ldentification and

Mai nt enance Process.

ES&H representatives shall notify the Line Manager of, or
ensure renoval from service of, all personal appliances that
do not neet the criteria set forth in this attachnent or are
not being used as required by this attachment and are not
exenpted by a Special Wrk Permt.

Mont hl y NETL ES&H Managenent wal kt hr oughs shal | provi de the
requi red oversight to ensure the safety and health require-
nments related to use of personally owned appliances are
bei ng net.

NETL requirenents for on-site use of personal appliances
shal |l be governed by the statutory ES&H requirenents
included in the references of this attachnent.

6. RESPONSIBILITIES:

a.

Li ne Managers shall

(1) Conduct inspections of personal appliances in their
wor k areas, according to the requirenents in this
attachnent .

(2) Determne if the intended |location for the use of a
personal appliance is acceptable.
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9.

b.

(3) Allow approve only those personal appliances neeting
the requirenents of this attachnment in their respec-
tive organi zational areas.

(4) Ensure that appliances in their respective area not
meeting the requirenents of this attachment are
removed fromthe NETL site.

Enpl oyees who operate personal appliances shall:

(1) Conply with this attachment and ES&H St atutory
Requi r enent s.

(2) Renove defective appliances from service.

TRAI NI NG REQUI REMENTS:  None.

DOCUMENT CONTROL :

a.

This attachnent shall be reviewed at | east annually and

updat ed as needed by the designated ES&H Program Manager
to accommodat e changing conditions at NETL and to ensure
conpliance wth all applicable requirenents.

The nost recent and official controlled hard copy version of
this attachnent shall reside with NETL’'s Directives Coordi -
nator. An electronic version of this controlled attachnment
shall be placed on the NETL Intranet for enployee use.
Printed hard copies of this attachnent (e.g., those printed
fromthe Intranet) shall be considered non-controlled
docunent s.

PROCEDURE:

a.

This attachnent provides guidance in the use of personally
owned el ectrical appliances at NETL in order to mnimze the
potential for electrical fires, since electrical fires are
the | eadi ng cause of fires in the workplace. Only personal
appliances that neet all of the follow ng requirenents shal
be used:

(1) Good operational condition, with no | oose electrica
connecti ons.

(2) Powered by 110 volt AC line current.

(3) Listed by an NRTL. (See Attachnent El.)
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b. Personal appliances shall not be used in:

(1) Areas where flammuable materials are stored or used,
or where conbustibles are stored, unless approved by
an ES&H Representative. This approval shall be sent
in witing to the person requesting the use of the
appliance and to the Fire Protection Program Manager.

(2) Wet or danp locations unless they are designed for
such | ocati ons.

C. NETL- provi ded space heaters shall be used in accordance with
NETL Procedure 440.1-21, Equi pnent Safety (Portabl e Space
Heaters).

d. Wil e in use, personal appliances should be observed for

proper operation, including signs of overheating or any
ot her mal function. Personal appliances exhibiting signs
of overheating or other mal function shall be renoved from
service and/or repaired.

e. Personal appliances shall be turned off and/or unplugged
over ni ght or when otherw se not attended for a significant
anount of tine.

f. Personal appliances shall not produce distracting noise,
odor, or otherw se adversely affect others in the workpl ace.

g. Cords must be situated to prevent tripping and not be
susceptible to being crushed, cut, pinched, or otherw se
damaged by traffic through the area.

h. Personal appliances shall not be handl ed or suspended by
their cords.

i To avoi d danage or overheating of the personal appliance
cords, they shall not be covered in any part with carpet,
t hrow rugs, newspapers, office furniture, etc. |If the cord
of an appliance crosses an aisle or wal kway, it shall have a
cord protection strip attached to the cord.

J. Ext ensi on cords shall not be used with personal appliances
unl ess such use is approved by the ES&H Representative and:

(1) The extension cord used with the appliance is pro-
tected to the sanme specifications as the appliance
cord.
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(2) The extension cord is listed by an NRTL (see Attach-
ment E1) or constructed by a qualified electrician
utilizing UL-1isted conponents.

K. Per sonal appliances that do not neet the criteria set forth
inthis attachnment or are not being used as required by this
attachnment, and are not exenpted by a Special Wrk Permt,
shall be renoved from service i medi ately.

10. ATTACHVENTS:

a. Appendi x E1, Nationally Recognized Testing Laboratories
( NRTL) .
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APPENDI X E1

Nat i onal | y Recogni zed Testing Laboratories (NRTL)

The foll ow ng | aboratory organi zati ons have been accredited by OSHA to
certify certain specified products or categories of products for use
in the workpl ace.

1. Underwriters Laboratories, Inc. (UL)
333 Pfingsten Road
Nort hbrook, Illinois 60062
(708) 272-8800

2. Factory Mitual Research Corporation (FVRC
1151 Boston-Provi dence Turnpi ke
P. O Box 9102
Nor wood, Massachusetts 02062
(617) 762-4300

3. MET Electrical Testing Conmpany, Inc. (MET)
Laboratory Division
916 West Pat apsco Avenue
Baltinore, Maryland 21230
1- 800- 638-6057; (301) 354-2200

4. Dash, Straus and Goodhue, Inc. (DSG
593 Massachusetts Avenue
Boxbor ough, Massachusetts 01719
(508) 263-2662

5. ETL Testing Laboratories, Inc. (ETL)
Cortland Safety Division
| ndustrial Park
Cortland, New York 13045
1- 800- 345-3851; (607) 753-6711

6. Anerican Gas Associ ation Laboratories (AGA)
8501 East Pl easant Valley Road
Cl evel and, Chio 44131
(216) 524-4990

7. Communi cation Certification Laboratory (CCL)
1940 West Al exander Street
Salt Lake City, Uah 84119
(801) 972-6146
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F

SMOKI NG | N THE WORKPLACE

PURPOSE: To define the NETL provisions and restrictions
regardi ng the snoking of tobacco and tobacco products at NETL.
These provisions and restrictions apply to all NETL enpl oyees,
research associ ates, and visitors.

CANCELLATI ON:

a. Mor gant own Directives:

(1) METC Order 3792.2, Snoking on METC Property, of
4/ 30/ 93.

b. Pittsburgh Directives:
(1) PETC Docunent No. EH&S 3.13, of 11/8/90.

REFERENCES:

a. 29 CFR 1910 Subpart H, Hazardous Material s.
b. 41 CFR 101-20. 105-3, Snoki ng Regul ati ons.
C. Executive Order 13058, Protecting Federal Enployees and

the Public from Exposure to Tobacco Snoke in the Federal
Wor kpl ace.

d. Negoti at ed Agreenent between NETL- Morgantown and Local 1995,

Anerican Federation of Governnent Enployees, Article 30, of

9/ 5/ 00.

e. Negoti ated Agreenent between NETL-Pittsburgh and Local 1916,

Anerican Federation of Governnent Enpl oyees, Article 30, of

9/ 5/ 00.
DEFI NI TI ONS:
a. Snmoking -- Lighted cigarette, cigar, pipe, or any other lit

t obacco product.

QUALI TY CONTROL:

a. This Program and attachnment shall be reviewed periodically
by the assi gned ES&H Program Manager and updated as
requi red. Updates shall require review by Locals 1916
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and 1995, Anerican Federation of Governnent Enpl oyees.
Updating shall be in accordance wth NETL Procedure 450.4-1,
NETL ES&H St andards ldentification and Mai ntenance Process.

6. RESPONSIBILITIES:

a. The Director, Human Resources Division shall:

(1) Ensure that NETL inplenents the requirenents in this
docunent consistent wth the Federal Service Labor-
Managenment Rel ations Act (5 U . S.C. 7101 et seq.)
and the National Labor Relations Act (29 U S. C 151
et seq.).

(2) Consult with enpl oyee representatives about the
i npl ementation of the requirenments described in this
docunent .

b. NETL Li ne Managers shall:

(1) Ensure that their enployees are inforned about NETL' s
snoki ng policy.

(2) Conduct housekeepi ng i nspections.

(3) Ensure that NETL enpl oyees, research associates, and
visitors conply with the NETL snoking policy.

(4) Take appropriate and progressive disciplinary action
as required for nonconpliance wi th snoking policy
requi renents.

C. Enpl oyees shall strictly conply with the NETL snoking
policy.

d. ES&HD St aff shal l

(1) Coordinate snoking cessation prograns.

(2) Provide signs indicating snmoking versus non-snoki ng
areas, as designated in the negotiated agreenents.

e. NETL Site Support Contractors shall:

(1) Irnplenment, within their workforce and workpl ace, the
requi renents set forth in this docunent.
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7. TRAI NI NG REQUI REMENTS: None.

8. DOCUMENT CONTROL:

a.

Thi s docunent shall be reviewed at |east annually and
updat ed as needed by the designated ES&H Program Manager
and Local s 1916 and 1995, Anerican Federation of Governnent
Enpl oyees, to accommopdat e changi ng conditions at NETL and
to ensure conpliance with all applicable requirenents.

The nost recent and official controlled hard copy version of
this docunent shall reside with NETL's Directives Coordi -
nator. An electronic version of this controlled attachnment
shal |l be placed on the NETL Intranet for enployee use.
Printed hard copies of this attachnent (e.g., those printed
fromthe Intranet) shall be considered non-controlled
docunents.

9. PROCEDURE:

a.

Enpl oyees, contractors, research associates, and visitors
shall snoke only in designated snoking areas.

Managers and supervisors shall take disciplinary action
agai nst those who viol ate the snoking policy requirenents.

The foll ow ng guidelines have been consi dered in devel opi ng
t he snoki ng requirenents at NETL:

(1) Al personnel shall be guaranteed a safe and healt h-
ful workpl ace.

(2) The policy shall support the rights of snokers and
nonsnokers.

(3) A clear delineation of where snoking is prohibited
and where it is permtted shall be specified.

(4) Snoking cessation prograns shall be offered for per-
sonnel who want to participate.

(5 In recognition of the increased health hazards of
passi ve snoke on the nonsnoker, snoking shall be held
to an absolute mninmumin areas where there are
nonsnokers.
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(6) In recognition of the needs of snokers, snoking areas
shal |l be designated in areas such that it does not
negatively inpact worker productivity, and does not
i npi nge on the health of those who do not snoke.

d. Pr ohi bi ted ar eas.

(1) Smoking is not permtted inside any buil ding except
desi gnat ed snoking shelters.

(2) Smoking is prohibited where conbustible and fl ammuabl e
chem cal s and gases are utilized or stored.

(3) Smoking is not permtted within 20 feet of any door-
way or ventilation air intake.

(4) Snoking is prohibited in the courtyard areas at each
site. The courtyard areas are roughly defined by
Bui l dings 26, 1, 25, and 3 at the Mdrgantown site and
by Buil dings 920, 921, and 922 at the Pittsburgh
site.

(5) Snoking is prohibited in Governnent vehicles.

(6) Snoking is not permtted in |ocations where there is
a collection of readily ignitable, conbustible
mat eri al s.

e. Snoki ng areas. Snoking shall be permtted in:

(1) Designated snoking shelters.

(2) CQutside buildings beyond the distance requirenents
st ated above.

f. Facilities and equi pnent.

hard copies of this electronic version are considered noncontrolled documents.

(1) The NETL shall provide ashtrays or receptacles in the
desi gnat ed snoki ng areas.

(2) Uniform snoking policy signs shall be placed on or
near the entrance doors of buildings, in addition to
ot her appropriate locations in buildings subject to
these requirenents. Safety signs shall be utilized
to warn personnel of hazards involving open lights
and/or ignition sources in the presence of flamuable
gases, liquids, or other hazardous materials.

The most recent and official controlled hard copy version of this directive resides with NETL's Directives Coordinator.
An electronic version of the controlled directive has been placed on the NETL Intranet for employee use. Printed
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The most recent and official controlled hard copy version of this directive resides with NETL's Directives Coordinator.
An electronic version of the controlled directive has been placed on the NETL Intranet for employee use. Printed
hard copies of this electronic version are considered noncontrolled documents.

OQperating Pl an:

NETL Ceneral Workpl ace Safety Attachment F
Program

g. I nquiries and conflict resolutions.

(1)

Enpl oyees wth inquiries or conplaints should discuss
the issue(s) with supervisory personnel. |If a satis-
factory solution is not reached, the enpl oyee could
proceed to file a formal conplaint, utilizing the
NETL grievance procedure or applicable negotiated

gri evance procedure.

(2) Representatives fromthe ES&HD O fi ces and the Human
Resources Division are available for consultation and
assi st ance.

h. Enf orcenent .

(1) Ceneral “Smoking Only Al owed in Designated Areas”
and specific “Snoking Permtted” area signs shall be
post ed.

(2) Enpl oyees and visitors are expected to honor the
snoki ng and no-snoki ng desi gnati ons.

(3) Discipline for violations of the snoking policy shal

be progressive and shall be consistently applied
t hroughout the organi zati on.
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